
 

 
 

 
 

 

 

 
 

 

   
 

  

    

 

   

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 
 

 
 

  
 

 

  
  

 

  
 

 

  
 

 

  

 

 

  

 

 

Citizen Portal 

Section 1 
Registration 

Section 2 
Homepage 

Section 3 
Application 

Section 5 
Change of 

Details 

Section 4 
What Happens 

Next? 

SECTION 1 – Registration 

The link to make an application for 

Transport will take you to the home 

page 

Select the register link 

Security Details 

Complete the Security Details 

Email Address 

Answer to your 

question in case you 

forget your password 
About you 
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Contact Details 

Enter your Postcode and click 

Select your address from the list 

If you cannot find your address, click 

After telling us where you live provide us with at least one telephone number 

Finally click 
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You will then receive an email 

Click on the link in the email or copy and paste it into your Internet Browser and press enter to confirm your 

registration 

Press the Home icon 

Login with the email and password you provided 

Enter your Email address and Password and press 
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SECTION 2 – Homepage 

Return to 

Home 

Change your 

details 

Log out 

Apply for 

Transport 

Read your 

messages 

Tell us about 

your family 
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SECTION 3 – Application 

Click the button 

Click 

Link to the LA 

Guidance Notes and 

Safety Guide 

Please read the Transport Application information before clicking 

If you have used this website before you maybe be presented with details of your children, if this is the first time you 

have used this site and we have no details about your children click 
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Enter the details of 

your child 

Select the Address for the Child or add a new one 

Select if your child 

has the same 

address 

Click 

Select your child from the list 
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Proceed if your 

child is the right age

Select to Retrieve 

Entitlement Dates

Enter the Start Date, 

select the destination and 

reason for application 

ADD YOUR OWN QUESTIONS AND SCREENSHOT 

Click 

Enter a recent photograph of your child if applying for a pass, by clicking and navigating to where you 

have stored the photograph 

Click 
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This is your final chance to 

check that the information 

you are submitting is 

accurate before sending 

Click 

Read the information and select before clicking 
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Your application is complete click 

You can view the details of this application against the child record 

SECTION 4 – What happens next? 

Once the application has been assessed you will receive a message informing you of the outcome of the application 
and what you need to do next, these can be accessed from the Homepage messages icon 
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SECTION 5 – Change of details 

From the menu at the top of the Homepage click 

You can change your details, and tell us about changes in your circumstances 

End of document 
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